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DATE




UNI' T | NSPECTED: DATE:

| NSPECTI ON CHECKLI ST

A. MANUALS AND PUBLI CATI ONS YES_NO

1. Are the followi ng manual s publications with all the changes
avai | abl e?

MANUAL FOR COURTS- MARTI AL 2000

MARCORSEPMVAN ( MCO P1900. 16) May 01

JAG MANUAL (JAG NST P5800.7) Cct 90 w/ ch3

LEGADM NVAN ( MCO 5800. 16) Aug 99

MARI NE CORPS MANUAL (1980)

| RAM ( MCO P1070. 12) Jul 2000

SECNAVI NST 5815.3 DON C enency and Parol e System
JER (DOD DI R 5500. 7R OF 30 AUG 93)

SECNAVI NST 1050.1 Leave Awaiting Review of Punitive or
Adm ni strative Separation

SECNAVI NST 5212.5 Navy/ MC Records Di sposition Manual

RECORDS MANAGEMENT PROGRAMS FOR THE MARI NE CORPS
MCO 5210. 11

PRI VACY ACT OF 1974 (MCO P5211. 2)
SECNAVI NST 1640.9 DON Corrections Mnual
BASE BRI G ORDER (i f applicable)

ENLI STED PROMOTI ON MANUAL ( MCO P1400. 32)
B. PERSONNEL YES_NO

1. Has the unit assigned a legal officer in witing?

2. Has the unit assigned a clainms investigating officer
inwiting?

3. Has the unit legal officer attended the Legal Oficers’
Cour se, Naval Justice School ?

4. Have prisoner escort personnel undergone prisoner escort
traini ng?
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C. FILES YES NO

1. Are legal files established and maintai ned
i n accordance with SECNAVI NST 5212.5 and

MCO 5210. 11D

2. Does the unit have conplete file copies of each JAG
Manual Investigation processed during the past two years?

( SECNAVI NST 5212.5)

3. Does the unit have a conplete file copy of each
adm ni strative di scharge processed during the past

two years? (SECNAVI NST 5212. 5)

4. 1s each legal file folder |abeled with a standard subj ect
identification codes, and open/cl ose data?

( SECNAVI NST 5212.5)

5. Are legal files retired/di sposed of in accordance
wi t h SECNAVI NST 5212. 5?

6. Does each legal file folder have disposal instruction
on the outside of the folder? (SECNAVINST 5212.5)

7. |Is a disclosure formattached to each JAG Manual
investigation file folder? (MO 5211.2, par 7a(2))

8. Does all JAG Manual |nvestigations conply with tine
l[imtations for conpleting, review ng and forwardi ng?
(JAG NST P5800.7, pars 0209(f) and 0210(f))

9. Does JAG Manual Investigations that do not conply with
time limtations have an explanation of the delay in
an endorsenment or in the 1Os prelimnary statenment?

(JAG NST P5800.7, pars 0209(f) and 0210(f))

D. COURTS MARTI AL/ NJP YES NO

1. Does the unit exercise court-martial jurisdiction (yes/no)?
If yes, circle the level of jurisdiction: SPCM SCM

2. Does the unit have conplete summary and speci al
courts-nmartial case files for each case tried within

the past two years? (SECNAVI NST 5212. 5)

3. Is a UPB (NAVMC 10132) being utilized in each instance
where NJP is inposed on Marine enlisted personnel wth

a separate file for each cal endar year? (MCO P5800. 16
par 3006.1 and 3006. 10)
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4. 1s a sunmarization of the NJP proceedi ngs prepared on a
sheet of bond paper and attached to the UPB forn?

(MCO P5800. 16, par 3006. 6)

5. Are UPBs mmintai ned al phabetically for two full years in
a | oose leaf binder with disposal instructions on the

bi nder ? (MCO P5800. 16, par 3006. 10)

6. Are original letters of appeal, and allied
paper s/ endorsenents, filed with the UPB files of the

unit which conducted the NJP? (MCO 5800. 16, par 3006. 10)

7. Are all NIPs run on Unit Diary with the exception
of nonpunitive neasures prescribed in Part V, par 1g,

MCM

8. Are entries recorded on the UPB consistent with entries
recorded on the unit diary? (MO 5800.16, par 3006.5(s))

9. Are punishnents inposed in conpliance with maxi num
puni shrents aut horized by Article 15, UCMJ, and Part V,

par. 5, MCM and JAG NST 5800. 7, par 0111

10. Are appeal s requesting stays of punishnment involving
restriction/extra duties acted on within 5 days? If not,

are puni shments automatically stayed? (Part V, par 7(d), MM

11. The followi ng questions apply to each UPB for the past
two cal endar years. (MCO P5800.16, par 3006.5). Does/is:

a. Item1 correctly reflect last nanme, first name and
mddle initial?

b. Item2 correctly reflect grade and pay grade?
c. Item3 correctly reflect SSN?

d. Item4 correctly reflect conplete unit?

e. Item5 includes article(s) of the UCM] violated and a
brief summary of each offense alleged with date, tine,

and pl ace of the alleged offense(s)?
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YES NO

f. Item6 conplete as to date and signature with

i napplicable portions |ined out? _
g. Item7 conplete as to date and signature? _
h. Item 8 conplete and accurate concerning puni shnent (s)

adj udged? _
i. Item9 conplete and accurate concerni ng suspensi on

of all or part of punishnment awarded or is the word

“None” recorded? _
j. Item 10 conpl ete concerning nane, grade and title

of the officer who took final action? _
k. Item 11 signed by the officer inposing punishment? _
. Item 12 properly reflect notification date? _
m Item 13 signed by the officer inposing punishment? _
n. ltem 14 signed and dated by the person whom

puni shment has been inposed? _
0. Item 15 conplete or is the words “Not Appeal ed” recorded?
p. Item 16 conplete or |eft blank? _
g. Item 17 conplete or left blank? _
r. Item 18 conplete or |eft blank? _
s. Item19 conplete as to initials of the officer

responsi bl e for required adm nistrative action? _

E. SERVI CE RECORD BOCK YES NO

1. Wien applicable, are duplicate original court-marti al
orders filed on the docunent side of the SRB? _

2. When required does SRB page 11 reflect Article 137,
UCMJ, entries are signed and dated?

3. Does SRB page 11 entries intended as counseling
entries per MO P1900.16, par 6105, contain all
required information to permt separation processing?

( MCO P1900. 16, par 6105)
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Does any SRB page 12 entries reflect incorrect

i nformation on unauthorized absences,

nonj udi ci al puni shnents, Good Conduct Meda

peri ods, NJP vacation proceedi ng, renoval of mark

of desertion and Booker advice? (MCO P1070.12, par 4007)

Are SRB page 12 entries signed by the conmmandi ng
officer, or “By direction” of signed by an officer

ot her than the conmmandi ng of ficer?

(MCO P1070. 12, par 4007.2(b))

If page 12 entries are signed “By direction,” does the
i ndi vi dual have authority to do so in witing?

(MCO P1070. 12, par 2005.4 and pst 4007.2(b))

VWhen nonj udi ci al puni shnent has been inposed, is the
SRB page 12 entry correct and conplete with respect
to the follow ng: (MCO P1070.12 par 4007. 2b)

a. Date and organization?

b. Article violated and brief synopsis of offense(s)?
c. Puni shrment awar ded?

d. Date CO s puni shnent inposed?

e. Billet and grade of officer who i nposed puni shnent ?
f. Unit RUC, unit diary nunber and date recorded?

g. If all or part of the punishment was suspended, is the
peri od of suspension with rem ssion provisions recorded?

h. If reduction in grade was inposed as puni shnent and

not suspended, is the effective date of the
reduction recorded?

i. Does the entry reflect “Not Appeal ed” or “Appeal ed”?

j. Is there an entry made on decisions of appeal, if
appl i cabl e?

k. If applicable, is there a separate page 12 entry
refl ecting vacation of previously suspended sentence.
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10.

11.

12.

Are page 12 entries consistent with the entries
reflected on the UPB?

Are the dates of page 12 the sane as or after the
ef fective date of the punishnent inposed?

Does the SRB page 12 reflect conpliance with U S. v.

Booker, 5 MJ. (CVA 1977)(Rights prior to inposition
of NJP) (MCO 1070. 12, par 4007.2b(2))

Do SRBs requiring page 13 and/or 13A contain then?
(MCO P1070. 12, par 4008)

Are SRB page 13 entries prepared after trial, conmplete
and accurate with respect to the foll ow ng:
(MCO P1070. 12, par 4008)

a. Prepared in duplicate (both copies signed with
original in SRB)?

b. Item1 correctly reflects organi zati on and unit of
t he accused?

c. Item?2 correctly reflects type and date of court?
d. Item3 correctly reflects the offense(s)?

e. Item3 correctly reflects date and pl ace of
conmi ssion of each of fense?

f. Item4 reflects correct findings for each offense?
g. Itemda entry nade concerni ng counsel representation?

h. Item5 reflects correct sentence adjudged?

i. Item®6 reflects correct date of convening authority’s
action?

j. Item6 reflects correct action taken by convening
aut hority?

k. Item7 reflects date and unit diary nunber regarding
notification of disbursing officer pay status?

. Authentication of page 13 reflects “By direction” when
the page is signed by an officer other than the

conmmandi ng of ficer?
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m Signatures are recorded where required?
n. Page nunbers correct?

0. Nanme and SSN of accused correct?

p. Does the reverse side of the page 13, reflect
conpliance with U S. v. Booker, 5 MJ. (CVA 1977)
rights prior to inposition of punishnent?

(MCO 1070. 12, par 4008, par 4008. 4(b)

F. RESTRAI NT/ CONFI NEMENT

1. Does the unit understand the criteria for pretrial
confinenment? (Article 10, & RC M 304 & 305, UCM)

2. Has the command forwarded preferred charges and the

DATE:

i nvestigation on confined Marines awaiting court-nmarti al

to the CG (SJA) within eight days of confinenment or
an expl anation for the delay? (UCMIJ, Art 33)

3. Has the command submtted prisoner progress reports?
( SECNAVI NST 5815. 3 and MCO P5800. 16, par 8011. 2g(2))

4. Does the unit have a conmand visitation program as
outlined in SECNAVI NST 1640. 9B, par 7208.

G STANDARDS OF CONDUCT

1. |Is a code of ethics for government service poster
di spl ayed in an appropriate area of the comand to
ensure to largest viewing of it? (JER DoD 5500. 7R of

30 Aug 93)

2. Are adequate controls and procedures established to
ensure personnel required to file OGE Form 450 do so
on time and are subsequently reviewed. (JER DoD 5500

of 30 Aug 93)

3. Is awitten reminder to file OGE Form 450 provided
by 30 Septenber each year to personnel in the unit

required to file? (JER DoD 5500. 7R of 30 Aug 93)

4. Does all position descriptions of personnel required
to file an OCE Form 450 contain statenents that the
i ncunmbent is required to file OGE Form 450?

(JER DoD 5500. 7R of 30 Aug 93)

provi ded

. 7R
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YES NO
5. Are all unit OGE Form 450s properly reviewed by the
appropriate supervisor and ethics counsel or?
(JER DoD 5500. 7R of 30 Aug 93) o
H GENERAL
1. Does the unit maintain a disciplinary status nonitoring system e.g., |og

of pendi ng/ wor ki ng cases, status board, etc., pertaining to courts-marti al
adm ni strative di scharges, JAG Manual I|nvestigations, NJP appeals, clains,
| egal hol ds, and ot her pending disciplinary proceedi ngs?

2. Are unit personnel inforned that they are pernitted to observe Article
15, UCMJ, hearings and courts-martial proceedi ngs?

3. Are final results of all NJP s being published
at formations, or through the plan of the day? (JAQ NST 5800.7 Sec 0115)

4. \Wat systemis in effect for placing an accused and w tness on
| egal hold for a court-martial?

5. \What procedures are inplenented to ensure a nenber is processed for
appel l ate | eave, if applicable? Describe briefly. (SECNAVINST 1050. 1A)

| . MANGEMENT CONTRCOL REVI EW

1. Are turnover binders inplenmented to ensure continuity in the positions of
| egal officer and | egal clerk?

2. Does the turnover binder include at a mninumthe foll ow ng:
a. Procedures and discussion outlines available for: YES NO

I. NJP Processing?
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I1. Courts-martial Processing?

[11. Administrative Di scharge Processing?
I V. JAG Manual Investigation Processing?
V. Appel | ate Leave Processing?

VI. O aimProcessing?

3. During the past 12 nonths the total nunber of:

Per manent Per sonnel Non- Per manent Per sonne
NJPs
SCMs
SPCMs
GCMVs

coow

J. ABSENTEES AND DESERTERS YES_NO

1. Have personnel who have been absent for a period in excess
of 30 days been decl ared a deserter and dropped fromthe
unit’s rolls? (MO P5800. 16, par 5002)

2. Have entries been made in the chronol ogi cal record of the
absentee’ s SRB? (MCO P5800. 16, par 5002.2C and MCO P1070. 12,
par 4007.2b(3), Table 4-2)

3. Are copies of DD Form 553 naintained at the unit?
( SECNAVI NST 5212.5)

4. Are DD Forns 553 being distributed properly?
(MCO P5800. 16, par 5002. 2d)

5. Is a copy of DD Form 553 placed on the docunents
side of the absentee’s SRB? (MCO P5800. 16, par 5002.2d(6))

6. Are SRB, Health records and Dental Records for Deserters
forwarded to CMC (PGS 40) on the 91% day of absence?
(MCO P5800. 16, par 5002.2(d)(8) and MCO 1070.12, par 4001)

7. Are SRBs requested from CMC (PCS 40)on returnees from
UA/ Desertion? (MCO P5800.16 par 5009. 7a(2))

8. |Is a DD Form 616 prepared for returnees from
UA/ Desertion? (MO P5800. 16, par 5009.5d(1), 5009.5i, 5009.6e, and
5009. 7a(4) o

9. Has the command reported the UAs of those personnel who
have failed to report to a duty station or internedi ate
station for transportation by the hour/date specified
on official orders? (MCO P5800.16, par 5001.1 and 2)

10. Are straggler orders properly being distributed to

i ncl ude the pay adjustnment authorization (DD Form 139
MCO P5800. 16, par 5011. 2c)

10
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11. Has the command requested by nmessage, that the |oca
unit assume cogni zance for personnel confined as a
result of civil sentencing, in hands of civil authorities
(I HCA), who have not received the request for or waiver of
rights and a copy of the physical exam nation within 14

days of such judgenment? (MCO P5800.16, par 5014. 3a)

11

YES NO



